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State: NEVADA

The State of Nevada carries out its responsibilities under direction of the Governor
through his office, over 20 departnents, 12 commi ssions, and various boards, councils and
of fices.

The Departnment of Human Resources, |argest of the State’s executive agencies, enconpasses
seven (7) divisions: Aging Services, Health, Mental Hygiene and Mental Retardation,
Rehabilitation, Welfare, Youth Services, and Health Resources and Cost Review
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NEVADA STATE WELFARE DI VI SI ON ADM NI STRATI VE MANUAL

Section 100 — 101 MIL 4/ 86 4 Aug 86

100 RESPONSI BI LI TI ES, OBJECTI VES, RELATI ONSHI PS, ORGANI ZATI ON
Pur pose of the Welfare Division
To provide essential financial, nedical and social services for Nevada adults
and children in order to neet client’s imediate econonic, health and
protection needs and to pronote fanmily and individual self-sufficiency.
Goal of the Welfare Division
Wthin the guidelines established by federal and state |aw, design, establish
and administer an efficient and effective program to provide financial
medi cal and social services for persons seeking and/or determned to have
need of the services. Assi stance and services are designed to pronote
i medi ate and long-termclient self-sufficiency and client self-respect.

101 RESPONSI Bl LI TI ES OF THE DEPARTMENT OF HUMAN RESOURCES

A RESPONSI Bl LI TI ES OF THE DEPARTMENT

1. Acts as the single state agency of the State of Nevada and its
political subdivisions in the admnistration of any federal funds
granted to aid in the furtherance of any services and activities
for aid to dependent children, medical assistance, child welfare,
child support and enforcement, and such other welfare activities
as are now or hereafter may be authorized or provided for by the
laws of this state.

2. Cooperates with the Federal Governnent in adopting state plans,
and in all other matters of nutual concern, including adoption of
such nethods of administration as may be founded by the Federa
Government to be necessary for the efficient operation of welfare
programns.

3. Amends a state plan under Titles IV-A, 1V-D, XIX or XX of the
Soci al Security Act whenever necessary to reflect new or revised
federal statute or regulations, or a material change in any phase
of state law, organization, policy or state agency operations.

B. RESPONSI BI LI TI ES OF DI VI SI ON

1. Adm nisters the determination of eligibility for and correct
paynments of public welfare prograns of this state, including aid
to dependent children, nedical assistance, child welfare, and
such other welfare activities as are now or hereafter may be
aut hori zed or provided for by the laws of this state and vested
in the Welfare Division

2. Adm nisters public welfare service prograns of this state,
including aid to dependent children, nedical care (Title X X),
child welfare, child support and enforcenent, and such other
wel fare services as are now or hereafter may be authorized or
provided for by the laws of this state and the admi nistration of
which is vested in the Welfare Division
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Section 101 MTL 4/ 86 4 Aug 86
Carries out rules and regulations for the admnistration of
public wel fare prograns.
Conducts research, conmpiles statistics on public welfare,
determi nes welfare needs and nakes recomendations for neeting
such needs.
Makes all i nvestigations required by a <court in adoption
proceedi ngs as provi ded by | aw.
Est abli shes reasonable mninmm standards and regulations for
foster hones, and licenses the sane as provided by |aw.
Provides services to children; and provides for their «care
directly or through agents when custody of them is granted by a
court to the WlIlfare Division or a Parent’s Agreement is
execut ed.
Cooperates with and advises the State Wlfare Board in such
matters as nmay be referred to the Welfare Division by the State
Wel f are Board.
Has the power to enter into reciprocal agreenments wth other
states relative to public assistance, welfare services and
institutional care.
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Section 102 - 102.2 MIL 11/78 30 Jun 78
102 OBJECTI VES OF THE VELFARE DI VI SI ON
102.1 ADM NI STRATI ON

A To plan, lead and guide the direction of the public welfare programin
a sound and efficient manner.

B. To keep the public inforned about Welfare activities, trends and socia
probl ens.

C. To help in comunity activities designed to prevent or alleviate
conditions which give rise to public welfare probl ens.

D. To work effectively with other public and private agencies for the
solution of comunity welfare problens and to avoid duplication of
effort in serving clients.

E. To stinmulate and pronote conmunity activities and facilities which will
enable individuals to develop their maxinmum potential for acceptable
fam |y and i ndivi dual adjustnent.

102.2 PROVI SI ON OF WELFARE PAYMENTS

A Wthin budgetary limtations, to alleviate economc distress by
providing a mninum adequate standard of living for eligible persons
unable to support thenselves so that they nmay preserve famly life
devel op and use their own capacities, preserve health, and maintain a
decent hone for thenselves and their famlies.

B. To gr ant assi st ance promptly to eligible persons, wi t hout
discrimnation and in a manner to encourage self-respect and self-
reliance.

C. To safeguard public funds by:

1. Verifying eligibility in accordance with the policies contained
inthe Eligibility and Paynments Manual
2. Accurately determ ning need.
3. Securing maxi mum use of the person’s own resources.
4, Encouragi ng and assisting individuals to achieve self-support and
mai nt enance.
5. Assuring the proper expenditure of public funds for support and
medi cal care
6. Term nating assistance pronptly when eligibility no |onger
exi sts.
7. Cooperating in conmunity studies related to causes of dependency
and soci al problens.
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102. 3 PROVI SI NG OF WELFARE SERVI CES
A TO HELP DEVELOP THE CAPACI TIES OF FAM LY AND | NDI VI DUAL MEMBERS SO THAT

THEY MAY BE USEFUL, SELF- RESPECTI NG CI Tl ZENS BY;

1. Eval uating the strengths and weaknesses of family and nenbers.

2. Assi sting parents to adequately perform parental functions.

3. Assisting families in reuniting or in meeting the problens which
contribute to or are caused by desertion, separation or other
factors.

4, Promoting devel opnent of the capacities of children through a
healthy living situation and education and training so that they
may be sel f-dependent upon reaching maturity.

5. Encouragi ng the developnent or capacities of adult nenbers for
sel f-support by assisting them through enploynment counseling,
vocational rehabilitation and placenment, and in the provision of
honmemaker and child care services.

6. Encouraging famly nmenbers to participate constructively in
comunity life.

B. TO SAFEGUARD THE WELFARE OF CHI LDREN BY:

1. Providing social services, as needed, to fanmlies to enable
parents to provi de adequate care for their children

2. Acting to protect the physical, nmoral and nental welfare of
children threatened by their environnent.

3. Acting promptly to secure the renoval of children from damagi ng
envi ronnent .

4, Provi ding care away fromtheir own hones when that is necessary.

5. Assuring the availability of foster hones that are conducive to
the normal growth and devel opnent of the child.

6. Provi di ng social services to parents or other relatives to enable
them to inprove their functioning as individuals and/or parents,
and to assist themin nmaking permanent plans for their children

7. Provi ding social services to help the child in his adjustnment to
foster care, developing his capacity so that he my be self-
dependent upon reaching maturity and naking nore permanent plans
for himas soon as possible.

8. Providing help to foster parents and institutional personnel
caring for children.

TN# __ 86-7
Super sedes Approval Date 4/ 08/ 86 Ef fective Date 1/ 01/ 86
TN # 85- 8



Attachnment 1.2-A

Page 6
NEVADA STATE WELFARE DI VI SI ON ADM NI STRATI VE MANUAL
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9. Fi ndi ng adoptive hones to neet the needs of all children free for

and needing adoption, placing for adoption such children in need
of permanent families and hel ping adoptive parents to include a
new child in their famly

C TO PROVI DE PROTECTI ON FOR | NCAPACI TATED PERSONS AND DEPENDENT AGED BY

1. Encouragi ng and preserving maxi mum productivity or independence
for incapacitated persons and dependent aged.

2. Assisting themin obtaining suitable |iving acconmopdati ons.
3. Mai nt ai ni ng standards of care in boarding hone facilities.
4, Providing or arranging protective services for persons unable to

handl e their own affairs.

5. Provi ding honmemaker or housekeeping services to enable such
person to live in their own homes.

6. Assisting them to make use of resources such as their famlies,
their friends and conmmunity organi zations.

7. Assisting in comunity planning activities.
102. 4 PROVI SI ONS OF SUPPORT ENFORCEMENT SERVI CES
A Wrks with the district attorneys of the various counties to collect

past-due and current support paynments due recipients and assigned by
themto the Welfare Division and renmts any excess over anounts due the
Division to recipients in accordance with state and federal |aw.

B. Wrks with the district attorneys of the various counties to collect
past-due and current support for eligible non-public assistance
applicants for such services and renmits the support money to the
applicants for services in the manner and subject to deduction of such
fees as are authorized by | aw

C. To the end that support nmay be collected, works with the district
attorneys of the various counties to establish the paternity of
children eligible for such services.
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NEVADA STATE WELFARE DI VI SI ON ADM NI STRATI VE MANUAL
Section 103 - 103.1 MIL 11/78 30 Jun 78

103

103.1

RELATI ONSHI P OF DI VI SI ON TO STATE GOVERNMENT
JUDI Cl AL SYSTEM

Judicial powers in Nevada are held by the Supreme Court, District Courts and
Justices of the Peace. The Legislature has the power to establish mnunicipa
courts in incorporated cities and towns.

The judicial system stems from an effort to protect the individual from
arbitrary social authority and to protect society against infringement upon
its laws and custons. The system is an interdependent structure of
adm ni stratively autononous | ocal, state and federal courts.

The agency’s relationships are primarily with district courts and the judges
in these courts.

In all formal relationships with the judiciary, decisions on |egal points are
the exclusive jurisdiction of the court. The agency has the responsibility
for casework decisions and makes recomrendations to the court based on these
deci si ons. Exampl e: The agency mmy decide that foster care is the
appropriate care for a specific child. The court makes the decision to award
tenporary custody of the child to the agency; the agency decides upon the
type of foster care and the specific hone in which the child is placed.

The agency’'s formal relationships with the judiciary are in three general
areas: 1) crimnal and civil actions against recipients or relatives of
reci pients (desertion, non-support, fraud, or other actions related to
recei pt of assistance); 2) civil actions related to children (custody,
term nation of parental rights, adoption, etc.); 3) juvenile court actions
to the extent the court involves the Division for studies, reports and
testinmony, and where others petition the court to transfer custody to the
Wel fare Division.

Informal relationships are of two general types: 1) representatives of the
agency are invited to nmeet the district judges as their annual neeting of
judges or to meet wth the State WlIfare Board and/or other agency
representatives for discussion and solution of various types of problens with
whi ch the agency and the judiciary are involved. This type of relationship
usually has statewide inplications, and affects procedures effective
uniformy; 2) relationships established wth individual judges through
di scussion of general procedures or plans and procedures related to specific
cases. This type of relationship is developed primarily on the local |eve

with |l ocal applications.

A SUPREME COURT

The Suprene Court consists of a chief justice and four associate

justices. A mpjority constitutes a quorum and a mgjority nust concur
to render a deci sion.

B. DI STRI CT COURT

There are eight judicial districts in Nevada, three of them with nore
than one judge. Each of the 18 district judges is paid fromthe State
General Fund as authorized by a direct |egislative appropriation
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The judicial districts are: FIRST — Carson City, Douglas, Gurchill
Lyon and Storey Counties — three judges; SECOND — Washoe County — Seven
judges; THIRD - Eureka and Lander Counties - one judge; FOURTH - El ko
County — one judge; FIFTH — Mneral, Nye and Esneralda Counties - one
judge; SIXTH — Pershing and Humbol dt Counties - one judge; SEVENTH -
White Pine and Lincoln Counties — one judge; and EIGHTH — Clark County
— el even judges.

JUSTI CE COURT
There is one justice court in each township of the State for which one

Justice of the Peace is elected by the qualified electors of the
townshi p at the general State el ection.

103.2 ATTORNEY GENERAL
Legal services of the Attorney General’s office as related to the Division
fall in two general groups — responsibility by statute and extra identifiable
services provided by agreenent.
A STATUTORY

The Attorney Ceneral is the legal advisor of all executive departnents

of the agency. As such, it is his responsibility to represent the

agency in actions against the State (agency) and on behalf of the state
for noney due it and to wite formal opinions on statutes and rules and
regul ati ons governing the agency operation. Al'l  opinions of the

Attorney General are binding upon the agency unless they are altered or

reversed by a court decision. The agency does not enter into contracts

except upon approval of the contract by the Attorney General as to
form
B. EXTRA AND | DENTI FI ABLE SERVI CES

1. To draw contracts for the use of the Division. Such contracts
woul d include but not be limted to those with instructors for
orientation-training courses for the blind; vendors of nedica
and renedi al care; medi cal , | egal and other professional
consultants and specialists, vending stand operators; Boards of
County Commi ssioners for care of children under Chapter 432 of
the Nevada Revised statutes; judicial districts for services to
dependent and neglected children in detention hones and adult
group care operators; Mnager of Presbyterian Conference G ounds
and simlar neeting place facilities; janitorial services, etc.

2. To prepare petitions for termnation of par ent al ri ghts,
appoi nt ment of guardian, attachnents of undisclosed assets owned
by recipients, and other legal actions initiated by the Division,
other than for noney due the state, which is a statutory service.

3. To assist with drafts of certain rules and regulations where
there are legal inplication which nust be cl eared.

4. To review court decision concerning the Wlfare Division to
deternmi ne which have been affected by subsequent |egislation
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5. To attend fair hearings on selective basis.

6. To devel op conpetence of staff in such areas as legal status of
children, providing necessary information to district attorneys
and Indian Service law officers regarding desertion and
abandonment of children, securing support from parents, exploring
possi bl e wundisclosed resources, identifying irregular adoptive
pl acenents, etc.

7. To interpret to the Adm nistrator and other staff applicable |aws

and their inmplication for adm nistration of welfare prograns.

8. To participate in establishing good working relationshi ps between
the State Wl fare Division and the Bar Association, District
Judge’s Association, and the | egal profession as a whole.

103. 3 LEGAL ACTI ONS RELATED TO RECEI PT OF PUBLI C ASSI STANCE

This type action includes desertion, non-support, fraud, etc. The agency’s
roles in these actions are usually one of three fornms distinguished by a
representative of the agency:

A Signing a conplaint against a recipient or relative of a recipient.
The D.A. or the Attorney General represents the agency in actions taken
in the name of the State of Nevada.

B. Supplying all necessary facts to the District Attorney (or Attorney
General in case of relative responsibility). The Attorney wll take
the necessary action

C. Testifying either in person or by deposition
103. 4 LEGAL ACTI ONS RELATED TO CHI LDREN

Actions related to children are primarily custody, termnation of parental
rights and adoption. These actions are wusually taken by the court on
petition or affidavit of the Welfare Division or others as to custody and
term nation of parental rights and on petition by individuals desiring to
adopt a child.

The agency’s role in these situations is one of the follow ng:

A A representative of the agency requests by petition or affidavit that
certain action be taken and supplies the court with necessary facts and
information on which the request is based and includes possible
al ternate plans.

B. A representative of the agency supplies facts, general information, and
recommendations to the court based on social analysis and casework
decisions following initiation of action by others than the agency.

C. In juvenile actions the court may request any services from the agency
that the agency has the authority to provide.

D. The agency licenses private agencies or institutions prior to the
conm trment of a child by the juvenile court to such agencies or
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Section 104 — 104.4 MIL 13/85 6 Sep 85
104 ORGANI ZATI ON OF THE WELFARE DI VI SI ON
104.1 STATE WELFARE BOARD
Nevada Revised Statutes, Chapter 422, created within the Wl fare Division a
State Welfare Board conposed of seven nenbers appointed by the Governor.
Members of the Board receive a salary of $60.00 per day, per diem allowance
and travel expenses as fixed by law for each day’ s attendance at each neeting
of the Board. The Board nmust hold a neeting at |east once each year
The Board has only those powers and duties authorized by |aw. The Board (a)
shall adopt regulations for its own managenment and governnent; (b) nmay
formul ate standards and policies and adopt regulations for the admi nistration
of public assistance programs and other programs for which the Division is
responsi bl e provided such actions do not require expenditure of noney beyond
anounts appropriated by the Legislature; (c)advises and nakes reconmendations
to the Welfare Division Adnministrator, the Director of Human Resources or the
Legislature relative to the public welfare policy of the state.
104. 2 DI RECTOR OF HUVAN RESOURCES
The Director is responsible for the follow ng Divisions
Wel fare
Heal t h
Ment al Hygi ene — Mental Retardation
Heal th Resources and Cost Revi ew
Rehabi litation
Agi ng Services
Yout h Servi ce
104. 3 STATE WELFARE ADM NI STRATOR
The executive officer of the Nevada State Wlfare Division is the
Adm nistrator, responsible for the adnmnistration of all activities and
services of the Division in accordance with the |law and policies, standards,
rules and regulations established by the State Wlfare Board. The
Admi nistrator is responsible to the Director of the Departnment of Human
Resour ces.
104. 4 VWELFARE DI VI SI ON
The functions and objectives carried by the Division are organized into two
mej or areas: prograns and adm nistration (nanagenent). The organizationa
and functional relationships are shown on the acconpanyi ng charts.
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Section 104.4 - 104.5 MTL 13/85 6 Sep 85

A PROGRAMS
Program functions and objectives are carried by sections under the
direction of the Deputy Admnistrators for Assistance Paynents and
Soci al Servi ces.

B. ADM NI STRATI ON ( MANAGEMENT)

Adm ni strative (Munagenment) functions and objectives are carried by
branches under the direction of the Admi nistrator

104.5 ORGANI ZATI ONAL CHARTS
Organi zational charts of the Nevada State Wl fare Division appear on the
fol |l owi ng pages.
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SECTI ON 1 |
105 STAFF FUNCTI ONS W THI N THE WELFARE DI VI SI ON
105.1 ADM NI STRATOR

Responsi ble for planning, developing and adnm nistering assistance prograns
and social service activities relating to Medical Assistance, Aid to
Dependent Children, Food Stanps, Child Support Enforcenment, Social Service
Block Grant, Child Welfare Services, Foster Care and Adoption assistance,
W N, Refugee, Protective Services for adults and children, foster care hone
licensing, Supplenmentary Security Income and other assistance and service
pr ogr ams. Responsible for agency's fiscal affairs, the preparation and
presentation of the biennial agency budget to the Legislature, entering into
contractual agreenments between the agency and other parties, certification of
public assistance payrolls and clains in paynent for goods and services.

Certifies the availability of state funds on all federal estimtes and
approves any other transaction which requires the expenditure of funds under

the <control of the agency. Responsible for all phases of Division
adm nistration including program and intentional management and contro

activities. Anal yzes needs and sets program objectives in relation to the
needs of the community. Directs staff in formulation of new policies and
revision of existing policies as well as evaluation of effect of policies as
a basis for keeping programs in line with changing conditions and new
knowl edge. Stinmul ates and sponsors research and denobnstration projects to

determ ne program and comunity needs in preventing dependency and in
treating and rehabilitating dependent people.

Mai ntains the necessary lines of coordination and conmunication between the
Division and the Director of Human Resources and other public or private
agenci es. Meets regularly with major staff officials, either individually or
in groups to ascertain the attainment of established goals and objectives.

Directs the preparation d the operating budgets as well as requests for
appropriation of funds to neet the financial requirenments of persons eligible
for assistance. Directs the agency's research function. Interprets the
program to interested groups, including other state and local agencies, the
press and |egislators. Prepares reports and mekes recomendations for
consideration of the State Welfare Board. O her duties as assigned.

A STAFF SPECI ALI ST

Responsi ble for coordinating all Wlfare Board activities to include
compiling the quarterly Wlfare Board report, orienting new Board
appoi ntees and acting as the liaison for the Board nmenbers. Coordinate
activities relating to Division legislation; projects affecting agency
goals and needs; and neetings on behalf of the Admnistrator.
Responsible for liaison work with agencies, groups and individuals as
assi gned; prepares correspondence, speeches and press rel eases. O her
duti es as assi gned.
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105.2 VEELFARE BOARD

The Board approves rules and regulations for the adninistration of prograns
for which the Division is responsible in accordance with adopted Regul ations
for Management and Governnment of the Welfare Board. The Board may also
advi se and nmke recomendations to the Director or Legislature regarding the
public welfare policy of the state.

105. 3 MEDI CAL CARE ADVI SORY GROUP

The Medical Care Advisory Group is mandated by Federal regulation and State
law, and enconpasses seven conmittees: Executive, Consumer-Recipient,
Dental, Hospital, Long-Term Care, Pharmacy and Physician. The advisory group
serves in an advisory capacity to the Nevada Medicaid Program to provide
i nformati on and input concerning programs and goals of medical assistance
programs and suggest procedures whereby drugs, nedical supplies and services
are made available to recipients in the nost effective and econoni cal manner.
The Advisory Goup nenbers are appointed by the Director of Human Resources
and appointments are effective for a period of one year.

105.4 DEPUTY ATTORNEY GENERAL

Legal counsel to the Welfare Division. Represents the Division in contested
legal matters before the courts and adm nistrative tribunals. Advi ses the
Division wth respect to legal matters and docunents, administrative
procedures, and proposed |egislation. Researches |law, drafts |egal docunents
and briefs, confers with other attorney’s and the courts, and perforns other
| egal duties as necessary.

105.5 DEPUTY ADM NI STRATOR FOR SOCI AL SERVI CES
Responsi ble for directing and supervising staff in developing and
i npl enenting the Child Support Enforcement Program and social service
programs, including the following federal programs, Social Services Block
Grant, Child Welfare Services, Foster Gre and Adoption Assistance, WN and
Ref ugee Program Also responsible for state mandated service including
services to abused/neglected adults and children, foster home program
operations; identifies program objectives and devel ops proposals to inprove

the level of service and accountability in the social service prograns;
adopts welfare programs to nmeet changing social and econom c conditions;
meets with nmajor staff officials, either individually or in groups, to
ascertain the attainment of established goals and objective; conducts a
variety of public relations functions; assigns responsibility to staff for
interpretation of State and Federal |egislation. Oher duties as assigned.

A CH EF, PROGRAM SERVI CES

Under general guidelines set by the deputy adm nistrator develops a
budget for service program operations. Devel ops and prepares pro-
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Posed | egi slation assi gned by t he adm ni strat or or deputy
admi ni strator. Assunmes mjor responsibility for establishing advisory
comittees. Handl es special projects and identifies needs for program
changes. O her duties as assigned.

B. SCOCl AL SERVI CE SPECI ALI ST

The specialists are responsible for developrent, inplenentation and
evaluation of social service programs in conformty wth Federal
regul ati ons, Nevada l|aw, and Division policy. Specific duties may

i nclude program nonitoring, the witing and updating of instructional

materials to reflect changes in agency policy and procedures; the
devel opnment and inplenmentation of staff training; the evaluation of
reports of social service activities; consultation, liaison and the
provision of technical assistance to Division staff and other related
Il ocal, State and Federal agencies; the seeking of solutions to problens
related to social service prograns; the research and drafting of
reports on social service needs and services provided; the nmaintenance
of social service informational and reporting systens; participation in
the preparation of social service |legislation and budget.

C. CH EF, CHI LD SUPPORT

Supervises and directs the activities of the Child Support program in
devel opi ng standards of performance and policy objectives in accordance
with agency objectives. Works in cooperation with local district
attorneys under cooperative agreements and the Attorney Ceneral’s
office in effecting support enforcenents from absent parents and ot her

st at es. Eval uates the program to establish standards on a periodic
basi s.
1. Staff Specialist, Support Enforcenent

Under general direction of the Chief of Child Support Program
pl ans, analyzes, supervises and evaluates the nmmintenance and
enhancenment of the Programis record system supervises activities
of professional staff within the Progranmis managenent office in

their per formance of | ocate services, noni t ori ng, speci al
projects, Federal/State reporting, and developnent of witten
procedures; assunmes all nmanagenent responsibilities for the

Program upon delegation by Chief of the Support Program or
Welfare Administrative Oficer and performs related work as

requires.
2. Support Enforcement O fice Manager
Under Adm ni strative supervi si on of t he Chi ef, Suppor t

Enf orcenent Program nanages and supervises an area office of the
Child Support Enforcenent Program and perforns related work as
required. Manages and coordinates the program area office
activities.
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and program procedures with the District Attorney’'s Ofice, the
courts and the County Cerk's Ofice. Interactions include
discussing with the District Attorney case priorities and nunber
cases to be accepted; establishing priorities as to nunber of
referrals; coordinating IRS cases; being advised of status of
cases; collections of arrears; and enforcement of policies.
These responsibilities are typically performed independently with
the Chief Support Enforcenent Program being involved in highly
i rregul ar cases.

The Support Enforcenent O fice Mnager establishes office work
priorities and nonitors and supervises office performance to
assure goal attainment and conpliance with Division and program
policies and procedures. Supervisory duties are perforned by
pl anni ng, organi zing and assigning work tasks; answeri ng
technical, administrative and policy questions about the work and
instructing in special techniques; review ng and evaluating work
output for technical accuracy and conpliance wth established
policies and procedures; identifying and providing guidance on
i mprovenent. Supervisory duties are not normally subject to
revi ew unl ess a major problem occurs.

D. DI STRI CT OFFI CE MANAGER

Responsible for admnistrative direction of welfare programs (except
support enforcement) in the district office, including interpretation,

consultation and training. Supervi ses  professional subordi nat e
supervisors involved in public assistance and child welfare casework
and related activities. I nsures adherence to agency policies,
procedures, st andar ds, rules and regul ations. Eval uates the

performance of subordinate supervisory staff and the effectiveness of
prograns assigned to them Carries out a continuous staff devel opnment
program pronul gated at the state office level and participates in the
program devel opnent and policy and to private groups and organi zations
and cooperates with them in providing effective welfare services to
eligible clients. Devel ops necessary controls in conpliance wth
agency policies and applicable statutes. Sel ects and rmaintains
adequate and qualified personnel. Anal yzes needs for staff, office
space, equipnent and supplies, conpatible with agency services and in
accordance with the Division budget admnistration. O her duties as
assigned by the Deputies.

DEPUTY ADM NI STRATOR FOR ASSI STANCE PAYMENTS

Adm ni sters, supervises and directs the activities of the Eligibility and
Paynents Chief whose unit is engaged in devel opi ng standards, policies and
procedures for inmplenentation of financial assistance in the Aid to Dependent
Children Program Food Stanp Program Medical Assistance for the Aged, Blind
and Di sabl ed Program and Refugee Program supervises and
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directs District Ofice Minagers who are responsible for inplenmentation of
wel fare progranms at the |ocal | evel ; anal yzes and evaluates program
operations; identifies program objectives and devel ops proposals to inprove
control and accountability in the assistance paynents prograns; neets wth
maj or staff officials, either individually or in groups, to ascertain the
attai nment of established program goals and objectives; conducts a variety of
public rel ati ons functions; assi gns responsibility to st af f for
interpretation of State and Federal regulation; participates in devel opnent
of legislation; other duties as assigned by the Adm nistrator.

A CHI EF, ELIGBILITY AND PAYMENTS

Responsi bl e for devel oping plans and procedures for inplenentation of
state and federal policies and |egislation, which establish eligibility
for and provide financial assistance to recipients under the Aid to
Dependent Children Program Food Stanp Program Medical Assistance to
the Aged, Blind and Disabled Program and Refugee Program Devel ops
pl ans, procedures and policies for the intake and paynent process.
Assists in the devel opment of related policy and recomends changes in
procedures and new or anmended manual and instructional material for

trai ning uses. Est abl i shed controls and accountability systens to
assure legality of paynents. Mai ntains records and makes reports.
Compl etes special assignnents and research in the areas of eligibility
and paynents at the direction of the Admnistrator. Ot her duties as

assigned by the Deputy for Assistance Paynents.

1. Eligibility and Payments Specialists
Each specialist has responsibility for one of the E&P prograns,
i ncl udi ng devel opnent, i npl enent ati on and mai nt enance in
conformty wth Federal regulations, Nevada l|aw, and Division
policy. Specific duties mmy include on-site field office
revi ews; program nonitoring; the witing and updating of

instructional materials to reflect changes in agency policy and
procedures; the devel opment and inplementation of staff training;
the evaluation of reports of E&P activities; the coordination of
program activities; consultation, liaison, and the provision of
technical assistance to the Division staff and other related
local, State and Federal agencies; the seeking of solutions to
problens related to E&P prograns; the nmintenance of E&P
automated informational and reporting systens; participation in
the preparation of |l|egislation and budget. Ot her duties as
assigned by the Chief of Eligibility and Payments.

B. DI STRI CT OFFI CCE MANAGER

Responsible for admnistrative direction of welfare prograns (except
support enforcement) in the district office, including interpretation,

consultation and training. Supervi ses  prof essional subordi nat e
supervisors involved in public assistance and child welfare casework
and related activities. I nsures adherence to agency policies,
procedures, st andar ds, rules and regul ati ons. Eval uates the

performance of subordinate supervisory staff and the effectiveness of
prograns assigned
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prormul gated at the state office level and participates in the program
devel opnment and policy formulation indicated by continuing review
Engages in community planning, presents and explains welfare policies
to the public and to private groups and organi zations and cooperates
with them in providing effective welfare services to eligible clients
Devel ops necessary controls in conpliance with agency policies and
applicable statutes. Selects and mmintains adequate and qualified
per sonnel . Anal yzes needs for staff, office space, equipnent and
supplies conpatible wth agency services and in accordance wth
Di vi sion budget adm nistration. QG her duties as assigned by the
Deputi es.

CHI EF, FI NANCI AL PROGRAM SERVI CES

Under adninistrative direction, is responsible for the nmanagenent of fisca
and financial prograns for the WIlfare Division to include: Budget
devel opment and mmai ntenance; fiscal intermediary analysis, audit and appeals;
provi der reinbursenent and conpliance; and program assurance which includes
quality control; i nt ernal audit, wel fare fraud i nvestigation and
adm ni strative hearings functions; and perforns related work as required.

A PROGRAM ASSURANCE OFFI CER

Responsible for Internal Audit, Hearings, Investigations and Quality
Control. Provides managenent information on functioning of prograns as
gat hered through Program Assurance functions. Make recomrendations for
corrective actions when problenm potential problem areas of policy or
procedure are identified through the Hearing, Quality Control

I nvestigations or Audit processes, or reviews of state or federal |aws
or regul ations. Develops and updates policy and procedures for Program
Assur ance functions. Coor di nat es State Pl ans of Operation

Coordinates Civil Rights (Section 504) non-discrimnation requirenents.
Speci al assignnents and/or research as directed. Participate in
formul ati on of budget and |egislation pertaining to program Assurance
functions.

B. CHI EF, QUALI TY CONTROL

Responsible for the continuous and systematic reviews of sanple cases
in ADC, Medicaid and Food Stanmp Prograns to determ ne correctness of
case actions. Determines if the percentage of ineligible recipients
and incorrect paynents remain wthin established federal tolerance
| evel s. Identifies significant sources of both agency and client
error, analyzes results of a review period and recommends corrective
action. Compi l es nmonthly and biannual reports to the Federal Regiona

O fice. Conpiles internal nonthly reports of QC findings. Consul ts
with staff on eligibility policy problens. Conducts special reviews.

C. | NTERNAL AUDI TOR
Coordinates audits of internal records and prograns, and externa

facilities which provide services on behalf of the Division through
contracts or agreements. Responsible for administrative policy,
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financial, nedical services, program and client audits. Develops audit
pl ans. Makes reports on audit finding. Recomrends corrective action.
Conducts special reviews/audits. Prepares reports of audit activity.

D. VERI FI CATI ON OFFI CER

Responsi ble for investigative activities in the ADC, Food Stanp and
Medi cai d prograns. (I'ncludes Wlfare Fraud Investigators, Special
I nvestigative Unit (SIU), and Medicaid Investigators.) Coor di nat es
prevention, detection, investigation and prosecution of recipients and
providers committing fraud and abuse in Wlfare Division prograns.
Responsible for nmaintaining current know edge of NRS and federa

statutes and regulations dealing wth investigative activities.
Devel ops and maintains liaison with |aw enforcenment agencies, District
Attorneys and Deputy Attorneys General. Prepares reports of

i nvestigations activities for Federal and internal purposes.
E. HEARI NG OFFI CER

Responsi bl e for scheduling and hol ding hearings in the ADC, Food Stanp,
Soci al Services and Medicaid prograns. Sumarizes and nakes
recommendations to the Hearing Authority on the disposition of
hearings. Maintains hearing records and prepare reports of policies in
all programs for application in making hearing reconmendations.

CHI EF, NEVADA MEDI CAI D PROGRAM

Responsible for directing and supervising staff in developing and
i mpl ementing a nedical care program for the medically indigent as prescribed
by Title XIX (Medicaid) of the Social Security Act and Nevada Revised
St at ut es. Determi nes amount, duration and scope of nedical services within
budget ary and state pl an limts, t aki ng into consi deration t he
recommendati ons of professional persons and groups. Mai nt ai ns const ant
fiscal controls over budget funds. Est abli shes rates of paynments, wth
review and comment by provider groups. Rat es are subject to approval by the
Wel fare Adm nistrator and Welfare Board. Researches, devel ops and eval uates
al ternative methods for purchasing nmedical services, e.g., bulk purchase, per
capita rates, prospective paynent rates. Responsible for institutiona
utilization control/review fraud and abuse investigations, utilization
control progranms for all nmedical services, provider contracts, third party
liability collections, health facility audits, clains processing through the
fiscal agent, civil rights conpliance required by Section 504. Coor di nat es
with other Welfare Division prograns. Devel ops Medicaid budget in
cooperation with Managenent Services. Oher duties as assigned.

A FI SCAL AGENT — BLUE CROSS/ BLUE SHI ELD OF NEVADA

Under a state/federally approved contract, perforns the follow ng
functions as fiscal agent : cl ai ms processi ng; provi der
services/relations; third party liability (cost avoidance, recovery,
subrogation) collection prograns; and cost reinmbursenment audits
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financial, nedical services, program and client audits. Develops audit
pl ans. Makes reports on audit findings. Recomrends corrective action.
Conducts special reviews/audits. Prepares reports of audit activity.

D. VERI FI CATI ON OFFI CER

Responsi ble for investigative activities in the ADC, Food Stanp and
Medi caid prograns. (includes Wl fare Fraud Investigators, Special
Investigative Unit (SIU), and Medicaid Investigators.) Coor di nat es
prevention, detection, investigation and prosecution of recipients and
providers committing fraud and abuse in WlIlfare Division prograns.
Responsible for nmmintaining current know edge of NRS and federa

statutes and regulations dealing wth investigative activities.
Devel ops and maintains liaison with [aw enforcenment agencies, District
Attorneys and Deputy Attorneys General. Prepares reports of

i nvestigations activities for Federal and internal purposes.

E. HEARI NG OFFI CER
Responsi bl e for scheduling and hol ding hearings in the ADC, Food Stanp,
Soci al Services and Medicaid prograns. Sumarizes and nakes
recommendations to the Hearing Authority on the disposition of
heari ngs. Mai ntai ns hearing records and prepare reports of hearing
activity. Responsi ble for maintaining know edge of policies in all

progranms for application in nmaking hearing recomrendati ons.
CHI EF, NEVADA MEDI CAl D PROGRAM

Responsible for directing and supervising staff in developing and
i npl enenting a nedical care program for the nmedically indigent as prescribed
by Title XIX (Medicaid) of the Social Security Act and Nevada Revised
St at ut es. Determi nes amount, duration and scope of nedical services within
budget ary and state pl an limts, t aki ng into consi deration t he
recommendati ons of professional persons and groups. Mai nt ai ns const ant
fiscal controls over budget funds. Est abli shes rates of paynments, wth
review and conment by provider groups. Rates are subject to approval by the
Wel fare Adnministrator and Wl fare Board. Researches, devel ops and eval uates
al ternative nethods for purchasing nedical services, e.g., bulk purchase, per
capita rates, prospective paynent rates. Responsible for institutiona
utilization control/review prograns, fraud and abuse investigations,
utilization control progranms for all nedical services, provider contracts,
third party liability collections, health facility audits, clains processing
through the fiscal agent, civil rights conpliance required by Section 504
Coordinates with other Welfare Division prograns. Devel ops Medi caid budget
in cooperation with Managenent Services. Other duties as assigned.

A FI SCAL AGENT — BLUE CROSS/ BLUE SHI ELD OF NEVADA

Under a state/federally approved contract, perforns the follow ng
functions as fiscal agent: cl ai s processi ng; provi der
services/relations; third party liability (cost avoidance, recovery,
subrogation) collection progranms; and cost reinmbursenment audits.
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B. ASS| STANT CHI EF NEVADA MEDI CAI D
Functions as an operations officer through supervision of npbst Mdicaid
staff. Coordi nates work activities between Medicaid progranms and
staff. Assists in devel opment and managenent of Medicaid budget.

Monitors ongoing operations of the Medicaid program and devel ops
corrective action where necessary. Also responsibility for the witing
and coordination of policy issuances: State Plan under Title Xl X, and
Medi caid Services Mnual (twenty chapters) and Medicaid Operations
Manual (six chapters). Responds to general inquiries and surveys
received from national groups and other states. Assists with
devel opnent of rates and establishnment of anount, duration and scope of
Medi cai d cover age.

C PHARMACEUTI CAL CONSULTANT

Responsi bl e for pl anni ng, devel opnent and i npl enent ati on of
pharmaceutical policy and related aspects of the Nevada Medicaid
pr ogram Devel ops program controls to pronote efficiency and econony
and to prevent overutilization. Has primary responsibility for
authorizing paynent for restricted services involving pharnmacy or
pharmaceutical services. Monitors and evaluates the activities and
performance of phar maceuti cal consultants to all | ong-termcare
facilities in Nevada. Participates in Medical Review Team activity
when needed.

D. MVEDI CAL REVI EW TEAM

The Medical Review Team conducts at |east annual reviews in all |ong-
termcare facilities. The teamis conposed of at |east one nenber who
is a physician or registered nurse and other appropriate health and
soci al services personnel. The inspection team nust include personal
contact with and observation of each Medicaid recipient and review of
hi s/ her medi cal record.

The team deternm nes whether services available in the facility are
adequate to nmeet the health, rehabilitative and social needs of each
recipient and pronote his nmaxinmum physical, nmental and phycosocial
function.

The team al so determnines the continued need of placenment in a facility
and anal yzes alternative nethods of care for recipients.

E. MEDI CAL SERVI CES SPECI ALI ST

Medi cal Servi ces Speci al i sts are responsi bl e for devel opnent,
i npl enentation and eval uati on of nedical service progranms in confornmty
with Federal regulation, state | aw and Division policy.

They are responsible for providing consultative and advisory services
to policy-setting officials, as well as providers of nmedical care and

servi ces. Specific duties include the design, developnment and
coordi nation of Medicaid s inpatient hospital, Ilong-term care, hone
heal t h

TN # 86-7
Super sedes Approval Date 4/ 08/ 86 Ef fective Date 1/ 01/ 86

e ol TS nr N




Attachnment 1.2-A

Page 26
NEVADA STATE WELFARE DI VI SI ON ADM NI STRATI VE MANUAL
Section 105.8 - 105.9 MIL 13/85 6 Sep 85
care, dent al dur abl e medi cal equi prent , famly pl anni ng,

105.9

transportation, primary care case nmanhagenent progranms and reporting and
i nformational systens.

Medi cal Services Specialists are responsible for all contracts wth
Medi caid providers, facility payment rates, clainms adjudication,
performance of the fiscal agent, facility civil rights conpliance and
pati ent advocacy. They offer |iaison, assistance and consultation to
staff of the Division, the Departnent, medical providers, Medical Care
Advi sory Groups, State and | ocal governnental agencies. Participate in
the preparation of the Medicaid budget and |egislation

CH EF, MANAGEMENT SERVI CES

Responsi bl e for devel oping standards for and assisting in the formulation of
adm nistrative policies related to nmanagenent analysis, accounting data
processi ng, procurenent, and research and statistics prograns. Devel ops and
installs plans for inprovenments in admnistrative practices and procedures
within the state and area offices. Evaluates their effectiveness and
provi des consultation. Supervi ses and coordinates the work of divisiona

units engaged in admnistrative services, personnel and training, data
processi ng, accounting and finance, and research and statistics. Reconmmends
new or anended |egislation, rules and regul ati ons. Supervi ses the functions
of the Finance unit, the Managenent Analysis unit, the Contract services
unit, and the Personnel and Training unit.

A CHI EF OF FI NANCE AND ACCOUNTI NG

Responsible for admi ni stration accounting, mai nt ai ni ng | edgers,
accounting docunents and reports. Responsi bl e for nmaintaining proper
audit evidence for all expenditures of federal and state funds that
were made in accordance with existing |laws and regul ations that govern
t hem Ensures all work prograns are current. Adm ni sters the
adm nistration clains and nmintains travel and operating |edgers.
Responsi bl e for program accounting, program payrolls, nonthly program
costs, caseload reports, warrant cancellation and refund 1lists.
Mai ntains all trust accounts and | edger. Coordinates agency accounting
and budget activities with other governmental agencies involved in
fiscal work. Makes all paynments in both the areas of admnistration
and assistance and nmils all warrants. Responsi bl e for child support
program accounting and proper distribution of all assigned support
collection received by the agency. Responsi ble for Property Inventory
and record retention. Oher duties as assigned

B. MANAGEMENT ANALYSI'S, ANALYSTS

Responsible for conducting surveys of organizational net hods and
procedures, and for making studies of a general managenment  or
adm nistrative nature. Studi es various phases of di vi si onal
operations, including: organi zation, functions, policies, work flow,
wor k coordi -
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nation, office layout, comunications, procedures/nethods/systens and
forns. I nvestigates operations with reference to organization and
budgetary requirenents. Prepares parts of the Division's budget and
defends the need for the request. Studi es and evaluates Division
requi renents for new equipnent. Coordi nates Division data processing
requirenents to include systens design. Prepares reports and
recomendati ons based on findings. Meets with operating officials,
di scusses problens involved in their operations, and assists them in
the installation of new procedures/nethods/systens and equipnment.
Ot her duties as assigned.

CHI EF, CONTRACT SERVI CES AND OFFI CE SERVI CES

Requests proposals for Social Services Block G ant. Arranges purchase
of social services fromexisting public or private agencies; negotiates
the ternms of the contract; fornmulizes the terns of the contract into a
written docunent; provides consultation to provider agencies; nonitors
and eval uates contracts; renegotiates contracts; devel ops and mai ntains
the “Purchase of Service” nmmnual; provides overall interpretation and
application of guidelines relating to purchase of service; develops
regul ations pertaining to the adm nistration of the program devel ops
monitoring and evaluation systens and procedures. Devel ops,
coordi nates, publishes and subnits the State Plan Block G ant.

Responsible for the Division’s printing, office supplies, Central

O fice mil services and word processing services. Est abl i shes
controls, designs the format for and prints fornms, mnuals, Central

Office menos, and other publications within the Division. ( Not e:
Content of all fornms, manuals, nenos, etc., is deternmned by the

responsi bl e staff elenent.)

1. Research and Statistics is responsible for preparing and
analyzing regularly required statistical reports. Pr epares
eval uations and interpretations of operating data in which work
is standardized as to procedure, form and content. Wor ks on
research projects as assigned. Oher duties as assigned.

PERSONNEL OFFI CER

Responsible for all Wlfare, Health and Aging Services personnel and

training activities. Supervises the Personnel Unit and Training
O ficer. Processes payroll, |eave, insurance, enployee evaluations and
all other forms relating to the personnel function. Responsi bl e for
del egated recruitnment, exam ning, selection and classifications of
Wl f ar e, Health and Aging enployees. Conducts reclassification
studies. Confers with managenent on staffing requirenents and manpower
pl anni ng. Assists Adnministrator in preparing for grievances, appeals
and heari ngs. Consults and advises staff on all personnel problens.

Responsi ble for maintaining conpliance with Title VI, OSHA
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and Affirmative Action requirenents. Mai ntai ns record system on
enpl oyees, position histories, and personnel reports.
for Personnel and Training section of the Wlfare

Responsi bl e
Adm ni strative Manual .

Ot her duties as assigned.

1. TRAI NI NG OFFI CER

Responsi ble for staff devel opnent prograns for all Division
personnel . Plans and conducts neetings and workshops.
Anal yzes training needs and arranges for appropriate
continuous training. Interprets training policies, rules
and regulations governing welfare prograns. Devel ops
educat i onal | eave policy and training mat eri al .
Responsible for the Staff Developnent section of the
Wel fare Adm nistrative Manual. Coordi nates the Training
Conmittee activities. Acts as Hearing Oficer for the
northern half of the state. Oher duties as assigned.
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